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fide unit and the functions performed therein came into existence in 
Decoder 1952 with the advent of the Career Designation Project and the over- 
all Agency Career Sarvi.ee Program, Major functions of the Knit are described 
in chronological order. 

Function 1 . Career Designation Project. 

Baaed on general Career Service criteria assigned a career designation 
to all IF. employees, clearing with appropriate Division and Staff chiefs for 
confirmation and resolution of questionable cases. Advised: Personnel Office, 
m/A of EE's careers designation data end prepared a Wheoldex file for main- 
taining current career designation data (card in h’hmldm file shows name, 
employee file number, slot number and career designation) • This function 
required considerable work initially rut future tin© spent should be negligible. 

Function 2. Personnel Evaluations Program. 


25X1 A 


Receives PER Record and Rout I ng Slip from PDC showing name of employee, 
job title, grade, type of Fill evaluation (initial or annuel) and deadline for 
return of "SR Tom to Personnel Office, :j»/a. Hakes out two copies of the 
0 B.E recording above information on the first few lines of the PER form* 
transmits PW form end routing sheets to appropriate element of "S for nec- 
essary evaluation and advisee supervi ear a® to proper interpretation of the 
more important headings j maintains current status of all PER Record aid 


Routing ‘"beets received and sad attains liaison with division operating com- 
ponents to expedite action and adhere to suspense dates i ndicsted j upon 
receipt of accomplished forms from operating units, reviews for general ad- 
herence to guide lines and d* ecusses extreme evaluations with appropriate 
supervisors attempting to obtain e standard interpretation for the major 
itmsj forwards one- -copy of completed form to appropriate career service 
board and the other to Personnel Office, m/A, ' (Present work load on this 
function about 25-30 a month). 



Function Wo. 3 « Developing a Division program to comply with 
concerning re-assignment of Field personnel, dated 13 March ly> 

briefly, this CSI directed Area .i vision chiefs to ensure that appro- 
priate records regarding reassignment data are required (effective date O/S 
tour starts and "due lack* dates}* that field stations are queried 120 days 
before tour is completed* that plans for rc-astsi gwsonfc arc coordinated with 
res arK: j that such plans are submitted to C. C; B at least sixty days orior to 


individual*® return to Z 1. 


has nr or- a red a plan and sent to fee field 
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outlining the type of information required for this purpose girl maimer by 
vhi oh the Field should submit such data* Also developed a aheeldex to fore- 
cost rotation dates of o/S El personnel. The Personnel Officer handling this 
functi on visited field to discuss and coordinate elements of plan. 


reaction Mo» ii . Servians W Personnel Prasiotion Board end Performing liai- 
son with the working: level of FI, P? end PM Career Service Boards. (Also 
occasionally with Ccmmo, OCX end 051 Career Service Boards}. 

lies oonsi Me for proceed w. all promotion actions. Kecornnen d&tlon is 
received, logged in aryl sent te f or prepare 6X1 A 

tion of ?-F-*>2, returned to Career Service Unit IS .Personnel which reviews 
for time in grade, general qualifications, find discusses questionable cases 
*dth appropriate desk chief* prepares Prrsoime^iat^^i«et^®A| Form $9-hh , 
and Msmssrand m comment for signature forwardB5X1A 

to 1* Personnel Board (consists of Chief oral Deputy Eh Chief FUfl BS Admin 
Chief and This Board meets twice monthly). “I 

Personnel Board i Mi cotes its comment on Personnel Data Cheat* (Motet Only 
OS-6 end above go to CIS Personnel Board.) Action papers then go to appropri- 
ate Career Service Board for recommendations thence to Personnel Office, jO/a 
for fSiwliMtioB* Tt way be noted that the IE Personnel Board does not re- 
view all personnel actions, confining its actions in the main, to all o re- 
action actions of OS-6 or above « It does however, review all aonointmants, 
transfers, re-assignments sad separations of key personnel. Personnel/?® 
advises field of status of promotion requests at regular intervals and hand 


carries many actions between Career Service Boards and Personnel Off i ce, 

? ’/•* • ( Mote t Usual time for promotions six months ago was four to five 

There are also Personnel Boards in 
khe All originating in 

fiol^com© through these boards with the exception of those originating in 
BBBHBiiMJ Which, because of the relatively small number concerned, come 
In directly to ET? Division. 


- ? - 
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